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Acoomplishments Jsnuary - June 1956

Gorrespondence a; Progotod improved gorrespondenca practices
¥anagament by:

(1) lecturing et throe Office of Tralning
sapinigtrative Procedures Courses.

(2) Reviewing proposed regnlations and
recommending the elimination of cof-
respordemee or radugtions in rmmber
of coplesn, '

(3) Diseeminating guldos on effective
writing and the use of form and pete
tern letiers,

h, Promoted the stocking of plastic stanoil
soverings whidh reduge plare, provent the
outting out of letters durlng typing, and
enmurs hetisr copye fbont 150,000 stencils
arce nsad anrmally.

Reoports a. Inventoried and sppraised 226 types of
Hanagoment ainistrative reporte prepared or ré
' quired by TD/8 ceaponents, Pevelcped ard
gutmittad to Avea Records Officers roltile
mendations on LS of these reports. fs a
regult of this snd other actions the total
anmual reporting workloed in headquarters
was reduced By over 4,100 man hours.

b, Provided staff guldance for an inyentory
and appraisal of administrative reports
prepared bty B/I somponenta, Hevlewad
the invantory and developed roaconrsendte
tions on 32 of the 119 reportis survareds

ce Provided T/S mvea Heports Menagement Of-
ficers with program guidanse, /Tes WO
grams with considerable potential asre
underway in the 0ffices of Logistics,
Personnel, ond the Comptroiler. These
Offiees are congerned with about 708 of
the reporting worklead in the DD/S ares.
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Bawipment Utillzation

Gonducted 807 forme analysis projecis
involving 1Th new forms, 168 rovised
forms, and WAS reprinted forms, Jorty-
one forms were sliminasted; 2k more than
were diseontimied during the previous '
gix montha, Overall forms scbiviiy in
FI%6 was 115 over thet in FI55,

Contimed ressarch and development acti-
vity in the use of CR (Ho carbon re-
quired) papar, Dighteen forms having a
total enrmal ussge of 896,600 sets were
developed.

Upllaborated with the Foreisn Frosdcast
Infoysetion Division in simplifying end
axpediting the prepavaiion of FBID riefs,
Ppiefs »ill now be teletyped directly on
offset masters by Cield stations, elimine-
ting 4,86k man hours anmally in re-editing
and retyping ab headquarters, Briefs will
also be mors timely and legible.

Contimied programs with D/P ard BD/I
ropragsentatives to sinplify end improve
intelligenos information reportlng and
disseninetion systems, Four reporting
forms were eliminmbted and seven revieed,
Other improvoenents eliminated the retypling
and re-editing of fleld reports by headw
musrters ard the nesd to follow up each
Preliminary Dissenmination Report with 2
Jlandestine Services Haport, fstimated
savings of 20,000 man hours anmually sre

spllaboratsd with the Presurement Divie
sion in develoring sn improved comtreact
for the procuremont of epeclizlty forns,
Based on procurement costs of speclalty
forms in FIS6, savings of 220,000 sre
sstimsted for 1957,

Pramoted Improved filing rractices by
= _
{1) lecturing on Ahe Agency filing

systen ot th arfige of Training
sanindstrative Procedires Courses,
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{2} Installing the Agenay Mling eveten
in the 0OfTice of the 7N/, the Office
of distorieal Intelligence Collectlon,
amd the Fhysical Jecuriiy PMvi .
A G’}E’}as?;sm J@/?(‘& Mw [ fﬁ%cl.
he Ganselled reguests for 25 safc csbinets
for o saving of &+ a5 a ramlt of &8

Joint review of requiritions i th the
Office of Lopismtipe, VL&0OO

¢. Proposed and approved the purchsse of
two new iypes of fAling emmipment for
vge by RI/F1 %o fasilitete filing ond
searching records with a high reference

ﬂ"ammw -
Vital a, HArranged for visits to the Repository by
Msterdiadls % peroovs from w?z of fnen,
3

he Expanded Repomitory £iling spase by 40O
thrompgh the use of £ive drawer catinets
in lem of four dvawer ssfes.

L

Reduoed the pundh card maintenance Tew
quirenents fres 162 hours monthly to 76 -
hours by eliminating 1 file of 200,000 i
cards and By substituting machine list.
ings fer punched carda,
. —

4., “desisted in developing T new snd 13 m—-r
‘ vital saterisle deposit achodules,

[ 8 . 4 b 3
spoghtory was approxinstely sene as
the preceding 6 months pariody howeven
the following sra signifiosnt changes
for the )l year:

(1) Tahulsting machine card holdings
were vedused by 1,360,191 cerds or
2% {Ses S8 abovs)

(2) Haxd copy holdings (doowments, Ix%
uargg% eta, ) ineroamed I8 cu.fh,
OF e :
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{2} Fiim hglml%ﬂ ineressed Wy 3,007
rools or 354« Thie is s 455 In-
crange over the mrevious yosr, 8nd
ie the rosult of the OCR depositing
copies of all the 7ilm rreparod under
the sperture card rofran.

Deroloped gﬁmemma and forme for Yitd
Hateriales srergerdy orerstions at the
Repoeltory.

Sempleted records disposition surveys
and propared recowds control schedules
in B offices. FRocords disposition sur-
mama&mmw@mzmﬁw

offices, Sixty-five percent of heeads
qaarbam records are now coversd by re-
corde control sohedules,

Ohbained legal anthorization from Fationsl

Zrchives and Congress for the destrugtion
on 8 continuing barls of 97 seperate ser-

ies of regorxds,

isgisted 2 ofTices in reviewlng snd Ze-
viging their schedules which gover 151

file items, Review of the schedule of

e third office is underwey.

Heceived 8,088 ocu,ft. of insctive records
md imiellipgence materials, This is
apivlant o 1,011 fomr drewer safe cable
nets with & mresent veplacenent value of
2317,h54, Office space fur these caddnets
would cost s estimeted 220,220 mmaily.
Totd recorda in the Center at the erd of
the year amounied o 27,903 cu.fte, emie
valert to 3,488 mafo cahinets with a re-
plecament value of 51,095,232, It is
significant that in the first eix months
of this ecalenday yesr the Center roceived
1h7% mope inective records than were ro-
gaé;mi for the entire eslerdar vasr of
955

Racords were destroved at a rate of 151
ou i, per month, a rate 487 higher then
that for the prior six months,
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8+ Records Svystem By
ryeys

?J‘Q

Ye “smeellansous By
‘etivity

Provided reference service on 32,77
remeste, The mmount of Eerviaa PEO-
vided per nan yesr compires Pavorasbly
with that provided by &mgl Zervices
Ldmimistrotion records cerndare on a
Govermant-wide hasls,

A aortract for archltectursl and st
gineering drawings of = 30,000 #.,ft.
addition bo the Boesords Center was
mrardad,

Canducted & smurvoy of the centrsl {ile

room of the Procurement Division, Office

af Iesiatias. Twmnda‘i&m heve-beon
o illy implemented tot

(1) Redugs the muber of filing cavicets
4n the file room from W to 25,

{2) Improve the charme-out system.

{3) Establish standsrds for uniform
£iling of material in contract
foldars.

{ly) Reduon the worklosd of the file
clevk.

Uondueted 8 survey of the “hyslical Sow
surity Division andse

{1) Installed the Agenoy 7iling system,

{2) Installed & eut-off gystem in &1l
fAles o fanilitate Ddare MHsposi
tion of inactive records,

(3) Demtroyed or retired contents of
mine safe mmwtgf, ey »}/3”&
)
() Installed an improved mail control
and routding srgien,

Hegeived 50 emplovee supgestions and comw
pleted evaluations on M., Tweniy-six
ware evaluated during the prior slx zmonths,
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he The development snd edussiion of fecords

Wonagement “taff people was edversed
throught

(1) ’ttendance at monthly mestings of the
0% Iuncheon Oroup, the Interagency
Resords /dminisiratien Uonference, and
at. other meetings of profsssionsl
sooletlies,

(2) Attendanco of one menber st the Anmel
HOMA Conferernce and Offise Equipment
xposition,

{3} Trips to verious publie ard private
organizations uiilizing advanced-type
rpeords systoms and equipment,

(1) Buccessful completion Yy 2 analyets
of the Instituie on lgcords ansgemert
conduoted by the American University.

{5) The following personmel chenges
eeourredt

{n) Yew gtaff memberss| |

A
(0} Terminatiopss [ |and
|

{6) One staff membor was easignad tempor-
ary owversess duty at the request of
the FL Divisidn.
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